CONG TAC QUAN LY TAI SAN, TU LIEU, HO TRQ CAC
BO PHAN CHUC NANG HOAN THANH TOT NHIEM VU
; CUA PHONG CONG TAC CHINH TRI

Nguyén Thanh Phuong
Phong Cong téc chinh tri
I. Khai quat chung
1. Nhiém vu ciia phong cong téc chinh tri

Trén thuc t€, ngoai viéc hang nam t6 chitc hoc chinh tri ddu ndm cho cén bo,
gido vién, sinh vién va thudmg ky t6 chitc néi chuyen thdi sy cho cdn bo va sinh vién
c4c khéi 16p, hoc tap cic chi thi, Nghi quyét cia Dang, cong viéc hang ngay cua phong
1a t6 chic phat thanh, tuyén truyén, thong qua hoat dong tuyén truyén bang bing ron,
khdu hiéu, hé thong bang tin, bang dnh va hé théng phat thanh, phuc vu khanh tiét cho
céc dai hoi. hoi nghi, hoi thao, cdc hoat dong bé ndi ciia trudng, cong doan, doan thanh
nién, hoi sinh vién.

Dé c6 thé 1am t6t duoc cic hoat dong ndy nhim gép phdn gidi quyét cic cong
viéc trong nha trudng mot cdch thuan loi, c6 hiéu qua cao nhat doi hoi cic khau chudn
bi vé co s& vat chat phai cdn than, chu déo, c6 k€ hoach luén sdn sang dip ung moi doi
hoi khi cdn thiét.

2. Pac thu cua Phong cong tic chinh tri

Khéc véi cdc phong ban chic nang khéic, Phong Cong tic chinh tri c6 nhiing dac
thil riéng ctia minh. Trong cong viéc hang ngay, mac di phong cong téc chinh tri c6 rat
nhiéu mang cong viéc khic nhau nhu: lam nhiém vu hudn hoc, t8 chiic néi chuyén thoi
su theo chuyén dé cho cdn bo va hoc sinh, hoat dong cia phong truyén thong, hoat
dong phdt thanh tuyén truyén. hoat dong clia cic bang tin, bang anh, hoat dong tuyén
truyén khanh tiét véi cic loai hinh bang ron, bang quang cdo, khung chit......r4t da dang
nhung s6 luong ngudi trong phong chi c6 han ( 4 nam, 2 ni). Chinh vi thé tdt cd moi
thanh vién trong Phong Cong tic chinh tri luén phai kiém nhiém cic cong viéc khac
nhau, hé tro nhau méi khi trién khai bat ky mot hoat dong nao ciia phong.

Nhu vay, & phong Cong tic chinh tri, theo su phan cong cua truéng phong moi
thanh vién déu dim nhan mot mang cong viéc nhit dinh nao dé6 nhung ddi hoi méi
nguoi van phai thao va lam t6t cic mang cong viéc khdc nhau
3. Van dé tai san cua Phong cong tac chinh tri

Ngoai nhiing tai san c6 dinh thong thudng phuc vu t6i thiéu cho cic hoat dong
thuong ngay, phdn tai san cua phong Cong tic chinh tri c6 thé duge chia thanh 3 loai:

* Tai san c6 dinh; :
* Tai san mau hu hong;
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* Tai san khong dugc phép hu hong;

3.1. Tai san c6 dinh 12 nhimg tai sin ding d€ phuc vu cho cdc hoat dong phét thanh
tuyén truyén ciia phong. Chinh vi vdy doi héi ngudi quan 1y ti sin lu6n phéi sip xép

“thdi gian d€ kiém tra may méc hang ngly, c6 nhu vdy méi ddm bao chat lugng phat
thanh duoc t6t, phuc vu c6 hiéu qua trong cong tic tuyén truyén.

3.2. Tai san mau hu hong : Bao gém céc loai c& day, c& chudi, c& duoi cd, quéc ky, co
diéu hanh, cic loai bang dé, bang ron mau quing cdo, hong ky, khan ban, cdc loai
bang fooc, pa no, cén cd..v..v... bang cattsette phuc vu ghi am bai gidng chinh tri, phat
thanh.

3.3. Tai san khong dugc phép hu héng: d6 chinh la nhimg tap 4nh tu liéu duoc thu thap
thuong xuyén thong qua céc hoat dong clia trudng, cdc tai liéu, cic bai viét quan trong
trén bdo chi can phai luu trit dé phuc vu cho nhiém vu gido duc truyén thong cia
phong.

Day la nhitng tu liéu hét suc quy bdu va rdt can thiét, chinh vi vay doi hoi ngudi
quan ly phai bao quan chat ché, ngan nip theo mot thi tu nhat dinh nham phuc vu dic
luc cho cdc hoat ddng sau nay cia phong truyén thong.

* Tt nhitng dac diém khdi quat trén day, qua nhilng nam thuc t€ cong tac toi xin
manh dan dua ra mot sé y kién dong gép dé cong tic quan ly tai san ngay cang duoc
t6t hon gép phan lam cho cong tdc tuyén truyén cua nha trudng ngay cang dat hiéu qua
cao nhét.

II. Cong tac quan ly tai san, tu liéu ¢ phong Cong tic chinh tri

1. Cong tac quan ly :

Trén thuc t€ 1am viéc hang ngay, vdn dé quan ly tai san cang gon gang ngin nap
bao nhiéu thi cang phuc vu tét va cé hiéu qua cho cic hoat dong cta phong bdy nhiéu.
Qua qué trinh 1am viéc ddn ddn t6i tu tim ra nhiing cdch giai quyét phi hop trong viéc
quan ly tai san tu liéu trong phong Cong tac chinh tri.

* Viéc sap x€p thit tu cic loai bang cd theo timg ching loai, chat luong, sé gitip
cho viéc khi cdn st dung loai nao ( VD: co day, cd chuéi, bang 5m, bang 10m, bang
mau..v..v) sé rt nhanh chéng, thuén loi, ding chét luong yéu cau.

* Viéc sdp x€p cdc tap anh tu liéu theo timg chu dé, timg mdc thoi gian sé gidp
cho viéc tim ki€ém nh tu liéu d€ lam bang anh tuyén truyén, lam cdc bang anh luu
dong dé trién 1am nhan dip c6 mot ky cudc nao d6 ( VD: Trién lam nhan dip ngay hoi
cong nghé thong tin véi sinh vién ngoai ngi, trién 1am nhan dip ky niém ngay thanh
lap trudng, trién 1am nhan dip ngay thé thao Viét Nam 27/3...v...). Ngudi quan ly [am
t6t duoc cong tac ndy sé tao cho cong viéc tuyén truyén khanh ti€t cha phong, clia cic
don vi va cla trudng dugc dé dang, thuan tién, ding muc dich, dat hiéu cao nhit.
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* Trong qué trinh cong tic, qua su hop téc [am viéc v6i trung tim Multimedia, &
phong Cong tic chinh tri di sit dung mét quy trinh nhap nh tir ngudi phéng vién chup
anh cia phong -> sau d6 chuyén qua trung tdm Multimedia dé quét 1én mang Internet
ciatruong  sau d6 lai chuyén vé ti “inh luu tri¥ cia phong -> Phuc vu cdc hoat dong
khac cua phong va cua trudng.

* Nguoi quan 1§ tai sin ciia phong Cong téc chinh tri 13p mot quyén s6 theo doi,
théng ké cdc s6 liéu vé anh, bang ron, khin ban. Chinh vi 1am duoc di€u ndy nén khi
cdn st dung 13 c6 ngay, khong mat thoi gian tim kiém. Ngudi quan 1y cdn phai luon
kiém tra, theo ddi xem hién nay c6 s6 luong bao nhiéu? chit lugng thé nao dé c6 k€
hoach b6 xung kip thdi phuc vu dic luc cho cic cong viéc tuyén truyén khédnh tiét
trong nha trudng. Thudng xuyén c6 k& hoach theo doi dé may sira kip thoi.

* Sir dung bang 30 nim truyén théng dua lén phong NCKH chuyén sang dia CD
diing cho lau dai phuc vu cdc hoat dong 1€ hoi cia truong.

* Nguoi quan 1y tai san ciia phong phai luon chd ¢ dén tai san cua phong truyén
théng vi phong truyén théng c6 nhing tai san vo gid, cdc don vi muon cdc tdp anh tu
liéu, cdc bai viét quan trong, cdc hién vat truyén thong ddi hoi ngudi quan 1y phai luén
kiém tra sdt sao. khi ngudi muon sir dung xong phai c6 k& hoach thu héi ngay dé tra lai
vi tri cil, tranh tinh trang that lac, khi nha truong cin sir dung lai khong tim thdy.

* Viéc luu gilr bdo chi v6i nhimg bai viét, nhimg tai liéu can thiét va phai duogc
bao quan. sap sép theo timg chu diém nhdt dinh, c6 noi dung riéng biét theo thi tu thoi
gian sé giup cho bo phan bién tap phat thanh duogc dé dang nhanh chéng.

* Viéc sap xé€p tai liéu ,bao chi hang ngay hop 1y, c6 phan loai r6 rang sé giip
cho bé phan lua chon, tim tai liéu dé€ thuc hién bai viét phat thanh duoc rd rang chinh
xdc, diy du luong thong tin.

Nhu vay, trong cong viéc thuong nhat néu lam t6t cong tic quan 1y tai san nay
thi s& hé tro tich cuc cho cdc déng nghiép & cic mang viéc khic nhau ciia phong lam
tot cong viéc cua phong Cong tic chinh tri va cla truong.

2. Y kién dé nghi

Bo phan quan 1y tai san phai luon c6 y thitc chudn bi, dinh gid ding thuc trang
cdc tai san hién c6 dé co ké hoach bé sung kip thoi, tranh tinh trang thi€u hut hodc chat
luong kém, khong dat yéu cdu khi c6 cong viéc phai thuc hién. C6 nhu vay, méi 1am
t6t duoc cic cong viéc theo yéu ciu cia nha truong.
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